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So versatile: Trims hard to trim material, too. 
See Kutrimmer at your local dealer or write to: 





i i i 2ATiO) 
145 West 45th St.,N.Y. 10036 CORPORAN 


(212) 997-1700 106. 
Selected Dealers: United States and Canada 
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SOMETIMES THE 
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Buyers Laboratory is an independent 
testing organization that tells you -- by 
brand name -- if an office or plant pro- 
duct is likely to perform as promised, 
how it compares with competing makes, 
its good features -- and its bad ones. 
Sometimes a big brand name doesn’t 
measure up...and BLI tells you. 


Purchasing professionals in 2,500 organ- 
izations turn to BLI Test Reports to 
find out what we have to say about a 
product -- before they buy. GM, GE, 
RCA, General Mills, Metropolitan Life, 
Mobil, John Hancock, Chase Manhattan, 
and many smaller firms. 

For a FREE sample report and infor- 
mation on how BLI can help you cut 
costs and still get quality, just circle 
the number. 


BUYERS LABORATORY INC. 
20 Railroad Avenue 
* Hackensack, New Jersey 07601 
LAN Telephone: 201/488-0404 
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The Affordable Paper Drilling System 


The cost-cutting complement to your 
copier equipment. Dress up reports, sales or 
seminar material. Do it in-house with low-cost 
Spinnit. Our compact Bench model yields 
clean, accurate hole-driiling plus slitting and 
slotting for 3 ring/multi-ring binders and form 
drilling. Reliable Spinnit is so easy to use, 
professional results can be gained with a 
minimum of practice. Spinnit offers 12 sizes 
(1/s"1/2”) of non-jamming precision ground 
hollow drills plus parts for over 15,009 units in 
use today. 


Ask your office equipment dealer or write. 
PRODUCTS Since 
Graphic Arts Division 1936 


485 Hague St. Rochester. NY 14606 
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COMPU-BINDEA 


the most 
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versatile printout 
eli alel-1ar-Wz-ULr- lel i=) 


For as little as 2AC per binder 


The new, durable 14%” x 11” manila-tag 
Compu-Binder can be trimmed to 44 dif- 
ferent sizes and shapes, binding your 
printouts, burst or unburst, for the length 
of their active and inactive lives. The 
revolutionary new 6” nylon post and fas- 
tener add to the convenience of the 
Compu-Binder by allowing you to bind 
your forms in seconds... without tools. 
Write for complete details and a free 
sample. 


COMPU-BINDER, INC. 


Folcroft Industrial Park 
Folcroft, PA 19032 -(215) 586-1545 
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Plan Your 
Office Right 


with 3-D scale models of 

furniture and equipment 

Spot traffic and clearance problems. 
Eliminate costly planning errors. Use 
completed model to get management 
and employee opinions. Use “Visual’s” 
illustrated catalog of planning kits for 
your office or computer room require- 
ments. Catalog of sample kits and 
individual components incudes 900 
items by name and model number. For 
your free catalog of valuable planning 


aids, write: 
JD.s 
COMPANY 


SUBSIDIARY" VISUAL”: 
BOX D 
Indianola, PA 15051 
(412) 781-8782 
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LECTROJOG 


Announces The New 
MODEL V-1515-W 
UL Listed 


For Sheets up to 18” X 18” 
FOR CHECKS e MAIL ¢ CARDS 
40 Models Available 
to Choose From 


Available with wood or metal 
tops with 2, 3, 4,6 or 8 bins. 


The LECTROJOG Company 
Rt. 1, Box 68, Old Colony Road 
Defiance, Mo. 63341 
314-987-2292 
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minute... 
when it arrived . . . 


how + it ca ¢ oe 
when it left . 


Mail, bills, eins messages, books, instructions, 
attendance and other commutications stamped with 


Eee sQB 00 


construction ~~ Ka 
Smart black . Easily read Rubber printing aie 
. Accurate rr hour jeweled- Such as company 
=e ren ape Stainless steel, ee ering 
non-breakable main spri 

Chrome plate case ad — 

- oe Crystal 

. Lightweight 

Mand set or 

key set models. 


Free details on request 
DORSON CORP. 
3101 W. Logan Bivd. 
Chicago, Ill. 60647 
(312) 252-7777 
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MAIL 
BAGS 


Official Locking Arrange- 
ment and long lasting scuff 
proof construction are why 
this traditional mail pouch 
has been a favorite for so 
many years. Leather like 
“Buffalo Hide” top is water 
proof and resists dirt and 
wear. Comes in 6 sizes. 





All Leather folding Mail 
Bag has snaps to hold in 
place when 

folded. Can be 

carried folded 

or open with 

strong ieather 

handles. 


See your Office Supply Dealer or 
Send for Brochure 


MetaliSt: te 


20 E. McWILLIAMS ST. FOND DU LAC, WI 54935 
AREA CODE 414 921-8200 
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Electronic mail: much talk but little action, says IDC 

Electronic mail and computer message systems, 
Einar Stefferud 

Electronic mail is cost-effective way to interfacility 
communication 

Advanced communications program geared for today 


TELEHONE NETWORKS 
Financial concern controls its calls and cuts costs 


TELEPHONE SYSTEMS 
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Two insurance firms switch to private phone systems 
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Computer-driven telephone system offers fast response 
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Flexible hour schedule pays dividends for Colonial Life 
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Computer typesetting pays its way for engineering firm 
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Wora processing is a natural stepladder to the future, 

Arnold Rosen 
The importance of text-processing in a technical 

environment, William R. Jennings 
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Meeting diverse needs without a central word 

processing center 
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a year, Ruby M. Price 
Word processing compiles news for the White House 
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to control word processing 
Word processing software a boon to bank’s operations 
Work controls and their use in word processing, 
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Today’s word processors, Theodore J. Wirth June, 111 
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Robert A. Becker 
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© Piran® Poly Sealer is a polyurethane 
inh nd slr for cont and wood 


© Protects. floors from dirt, oil and grease, 
_® Extends floor life and reduces daily 
maintenance to a minimum. 


© Use Piran Poly Sealer directly from the — 
container, Apply by brush or squeege. © 


* Write for a free sample. Spaieccrece- 
for home use.) : 


Philadelphia 
Information Management Exposition in New York next 

month Sept., 132 
National Assn. of Temporary Services convenes in 

San Francisco this month Oct., 132 
National Office Machine Dealers this month in 

New Orleans 
National Office Products Assn. meets next month in 


Corporation 
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Office ‘Landscape’ Users discuss current trends at DORSON— 
Records Managers and Administrators will meet this month 
in Boston , PORTABLE 
Copying machine control systems can reduce costs 
DATA PROCESSING 
midwest distributor 
Buyers’ Guide to business (mini) computers 
Dan M. Bowers pa 
Common power problems can create computer havoc, 
Computer offers simple solutions to an industry’s 
complex problems 
Ivan Berenyi 
Data processing training enhances college curricula 
hospital 
Distributed data processing impacts propane gas 
Enhancing computer security with the matrix 
approach, Jerry Fitzgerald 


National Postal Forum XIV next month in Be sure with 
Canada meeting . 
COPIER CONTROL SYSTEMS TIME 
EDP order-entry system increases productivity for 
A case study: minicomputers and distributed processing, 
Records to the 
David Kemp 
Converging technologies: DPM’s dilemma, 
Dispersed data-entry system for a children’s research 
company’s operations 
How a minicomputer system improved firm’s cash flow 
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Mail, bills, nei, messages, books, instructions 
attendance and other cemmunications stamped with 
the time as well as the date upon 
their arrival records their $ 00 
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construction precision instrument 
Smart black dial. . . Easily read Rubber orien Ge 
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MFRS. of Magnetic Visual Control Systems, 
Chalk, Cork, Changeable Letter & Directory 
Boards and Do-It-Yourself Labeling Kits. 
FREE FULL COLOR CATALOG 

Visit our ‘‘Idea Center’’ 

41-23 29th St. Long Island City, N.Y. 11101 


212-784-9044 
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FLUORESCENT 
TUBE BREAKERS 


DIRECT FROM MANUFACTURER 
REQUEST DETAILS 
ROLL EZY MANUFACTURING CO. 
115 JOEY DR., ELK GROVE VILLAGE, IL 60007 
(312) 364-7066 








Circle Reader Service Card No. 346 





For anything that’s new 
and useful, try 
THE OFFICE 

reader service cards 


in this issue. 








FREE! FREE! FREE! 


MAGNETS 
HANDBOOK 


from 
Visual Contro! Systems, Inc. 


New, definitive 12 pase catalog 
describes the many different magnets 
used in a control system—plus a spe- 
cial listing of magnetic accessories for 
your office. 


This catalog is different because it gives 
you choices and tells you which type of 
magnet is best and why. 


A handy reference guide you'll want to 
keep and refer to again and again. 


Dealer inquiries invited. 


Visual Control Systems, Inc. 
50 Watts Street, New York, N.Y. 10013 
212-925-7575 
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How to avoid the pitfalls in using distributed 
processing, Dan M. Bowers 

Matrix printers for order processing 

Minicomputers: they’re becoming larger, stronger, less 
expensive, Thomas L. Arnett 

Move to in-house computer trims firm’s costs by 30% 

Order-entry system adds to flow of information 

Plagued by static electricity, a Boston bank installed 
computer room carpeting 

Security printer finds just that in using an outside 
computing firm 

Small computer for a big business 

This busy dairy’s delivery system calls for 
computer 

Upstairs, downstairs in Parliament, Jvan Berenyi 


DELIVERY SERVICES 
Private delivery services meet the needs of 


Sept., 148 
Sept., 182 


Oct., 225 


DICTATION SYSTEMS 


Buyers’ Guide to dictating machines 

Copying products lab breaks technicai dictating 
stalemate 

Dictation system sparks hotels’ sales efficiency 

How a Texas hospital copes with dictation 
processing 

In praise of portable dictation eyuipment, 
Jeffrey P. Davidson 
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3M’s National Service Center corrects user facsimile 
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Growing market for electronic mail 

Order-entry system adds to flow of information 


INFORMATION MANAGEMENT 


Maintenance is an imperative in automated office 
operation, George F. Colony 

Proper use of office equipment can save billions, study 
reveals 

Simple system improves manager-secretary team, 
Zygmunt A. Maksymowicz 

Wanted: automated units to fit existing environments, 
James R. Folts 


INTERIOR DESIGN & SPACE PLANNING 


A little paint know-how can save on maintenance 
Creating a working environment for the changing film 
industry 
Creating an open office environment with people 
in mind 
Design firm takes on its own offices 
Design for an award-winning corporate structure ............ Dec., 63 
Designing an unusual open landscape office, 
literally from the inside out 
Designing open landscape offices: needs are similar 
yet different, Michael Lynn 
Household Finance acquires a new corporate symbol—its 
suburban headquarters 
Illumination for the office of the future, 
Richard J. Marquard 
Office ‘Landscape’ Users discuss current trends 
at Canada meeting 
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People are different, so why not their work stations? 
Richard Hollerith 

Plagued by static electricity, a Boston bank installed 
computer room carpeting 

Relocation to the suburbs a smooth one for Olivetti 

There’s more than meets the eye in choosing fine 
art for offices, Judith Selkowitz 

Using flexible work stations to enhance your office 
productivity 


LIGHTING 


Illumination for the office of the future, 
Richard J. Marquard 


MAILROOM EQUIPMENT 


Automated mailing system takes on a million bills 
Efficient mailing aids work of evangelicals 
Electronic postal scale speeds county’s mailings 
Electronic weighing system lowers mail, overtime cost 
Labeling—addressing system a boon to 
publishing firm 
Mailings made easy with tear-resistant envelopes 
Mailroom management: an innovative concept becomes 
a reality, Philip F. Schoeneman 
Mailroom systems and procedures: the time has come 
to modernize 
Modular mailroom system handles volume with ease 
Straight-line workflow for direct-mail plant 
Streamlined mail and order-handling, 
I: MI AT. a hk do ck cee's vs cde Sib eh edie wileea July, 93 
This Philadelphia bank saves money 
Versatile mail-handling augments bank’s services 


MICROGRAPHICS 


Hand-held, battery-operated microfiche reader to be 
marketed 

Managing microfilm records to handle increased 
growth 

Our converting to micrographics proved a real 
success story, Barbara Burnett 

Using microfiche jackets for insurance underwriting, 
Sybille Hamilton 

Using micrographics to handle an historic railroad 
litigation case, Lincoln Hallen 


PACKAGE DELIVERY SERVICES 
Postal rules cause change in packaging procedures 


PERSONNEL MANAGEMENT 


Cross-training of personnel key to Exxon 
in-plant printing quality 
Hospital pharmacy’s objectives show visually on 
magnetic board, David J. Tanner 
People are different, so why not their work stations? 
Richard Hollerith 
Right or Wrong in Employee Relations 
July, 66; Aug., 60; Sept., 91; Oct., 79; Nov., 55; Dec., 52 
Simple system improves manager-secretary team, 
Zygmunt A. Maksymowicz 


RECORDS MANAGEMENT 


A central filing system that meets diverse needs, 
Madonna Sheridan 


July, 97 


Oct., 124 
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Fast,andat 
Low Cost .. 


Our fully automatic 
ENVELOPENER feeds, opens, 
stacks and counts (and dates/ 
imprints) mail of all sizes. And at 
a rate of up to 36,000 an hour 
without damage to contents. 

Let us show you how we 
can process your mail better 
than you're doing it now. (Unless 
you’re one of hundreds using an 
ENVELOPENER now.) 

Circle Reader Service Card No. 284 
Omation Corporation 


81 Encina Avenue, Palo Alto, CA 94301 
(415) 328-0460 
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organization 

has information } 

on paper or 

microfilm 

which is either 

private or secret. 
Some of this 

material is being 
discarded and 

should be destroyed 
before being disposed. 
TAIFUN has a shredder to suit every need. 


®@Solid eDependable e Quiet 
eFast eClean 
TAIFUN SHREDS, DESTROYS, COMPACTS 


TAIFUN SHREDDING MACHINES AND COMPACTORS 














701 PARKWAY 
LAWRENCE INDUSTRIAL PARK 
BROOMALL, PA. 19008 
\ TEL.: (215) 328-0613 ] 
Circle Reader Service Card No. 343 
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SOMETIMES THE 


TRUTH 


HURTS: 


Buyers Laboratory is an independent 
testing organization that tells you -- by 
brand name -- if an office or plant pro- 
duct is likely to perform as promised, 
how it compares with competing makes, 
its good features -- and its bad ones. 
Sometimes a big brand name doesn't 
measure up...and BLI tells you. 


Purchasing professionals in 2,500 organ- 
izations turn to BLI Test Reports to 
find out what we have to say about a 
product -- before they buy. GM, GE, 
RCA, General Mills, Metropolitan Life, 
Mobil, John Hancock, Chase Manhattan, 
and many smaller firms. 


For a FREE sample report and infor- 
mation on how BLI can help you cut 
costs and still get quality, just circle 
the number. 


BUYERS LABORATORY ING. 
20 Railroad Avenue 
m Hackensack, New Jersey 07601 
SN Telephone: 201/488-0404 
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y STOP ‘OFFICE MACHINE THEFTS 


DE y ANTI 
LOCKING SYSTEM— 


Vf extremely effective 


/ The most COMPLETE line of protective 
devices ever, from simpie, one point 
lock-down up through our exclusive 4 
point hold-downs and the new Porta-Lok 
which permits movement up to 8 feet 
while safeguarding your equipment. 

For complete information ca!! ycur local 
dealer or write Dept. TO-12-80 


CRD-—corpDE LOCKING SYSTEMS 


14-56 Bell Boulevard, Bayside, N.Y. 11360-(212) 423-3116 


Circle Reader Service Card No. 240 





How long must you keep 


important papers? 
Write for free booklet, RECORD 
RETENTION TIMETABLE, 
describing Retention 
Periods as allowed oy 


them safely without eet OF worry! 
Electric Wastebasket Corp. 145 W. 45th St., N.Y. 10036 


“The MOST in Paper Shredders” 
Circle Reader Service Card No. 238 
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For anything that’s new 
and useful, try 
THE OFFICE 

reader service cards 


in this issue. 








How to implement a forms management project and 
critical-path analysis, Gary A. Studer 

Carbonless paper helps Pepsico solve sticky problem 
with forms 

Color: an effective way to improve your filing system, 
Don L. Caldwell 

Computer-generated documents: accurate identification 
is needed to control them, Thomas Wilds 

Creating a quality assurance records center for reactor 
plant, Hanley L. Riess 

Lateral files provide the versatility banks require 

Managing microfilm records to handle increased growth 

New equipment and reorganization equal a good central 
file system, Robert F. Stanley 

On developing an effective forms-management program, 
Jesse L. Clark 

Record-keeping: a matter of pride as well as necessity 

Reinsurance firm’s computerized record-keeping reduces 
errors 

Storage-retrieval system keeps dealer files current 

Using microfiche jackets for insurance underwriting, 
Sybille Hamilton 


Sept., 264 
Oct., 140 


REPROGRAPHICS 


Buyers’ Guide to copying equipment 
Copier survey covers buying habits, needs and desires, 
Thom Holmes 
Copying machines—their role in the office environment 
Creative agency uses its copiers to produce 
ads as well as letters 
Cross-training of personnel key to Exxon 
in-plant printing quality 
High-speed communicating copier is demonstrated 
Pfizer prints carbonless forms by the millions at 
reduced shop hours 
Return to in-house print operation proved good move 
Toners: technology, tonnage, trends, 
Arthur S. Diamond 
Understanding copier toners: which type is best for you? 
Theodore J. Wirth 
Users rate service, reliability as key factors 
for copiers 


July, 110 
July, 31 
July, 146 


RESEARCH & REPORTS 


Proper use of office equipment can save billions, study 


reveals Sept., 214 


SECURITY 


Communications security with electronic mail, 
Charles Cresson Wood 

Enhancing computer security with the matrix 
approach, Jerry Fitzgerald 

How paper shredders meet security needs, 
Theodore J. Wirth 


SHREDDERS 


How paper shredders meet security needs, 
Theodore J. Wirth 
Shredder-compactor reduces pollution and saves on gas 


TAPES, SELF-ADHESIVE 
The tale of the tape—50 years of innovation at 3M 
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TELECOMMUNICATIONS 


OCR system relieves major communications bottleneck 

Communications and service race—how to play 
the game, William F. Warner 

Communications security with electronic mail, 
Charles Cresson Wood 

Corporate teleconferencing: an investment for the 
future, Gregory W. Paulsen 

Electronic mail: where it is and where it’s going in the 
80s, John Callahan and Charles I. Norris 

Growing market for electronic mail 

High-speed communicating copier is demonstrated 

Microwave network handles specialized 
communications, M. U. Ayres 

Telephone conferencing: a tool to boost productivity 


TELECONFERENCING 


Corporate teleconferencing: an investment for the 
future, Gregory W. Paulsen 
Telephone conferencing: a tool to boost productivity 


TELEPHONE SYSTEMS 


Communications and service race—how to play the game, 
William F. Warner 

Gulf & Western saves on calls 

How to select telephone interconnect systems, 
Richard A. Kuehn 

One weekend produces full telephone system 

Progress report on $7 million private telephone network, 
James A. Doherty 

Small university’s big problem: keeping tabs on 
telephone calls 


TYPE COMPOSITION 


Typesetting—a must for multiple-page, multiple-copy 
documents, George A. Boucher 


TYPEWRITERS 
Electronic typewriter helps pilot create best-seller 


VISUAL CONTROL SYSTEMS 


Hospital pharmacy’s objectives show visually on 
magnetic board, David J. Tanner 

Visual control systems: there’s one for every use, 
Edward S. Davis 


WORD PROCESSING 


Automatic sheet & envelope feeding for word 
processors, Michael A. Berger 

Buyers’ Guide to word processors 

Choosing a new generation word-processing system, 
Janine E. Smith 

Controlling the retrieval and use of temporary discs, 
Carol Ann Donchin 

Copying products lab breaks technical 
dictating stalemate 

How to get the bugs out of WP files you’ve inherited, 
Alice McElhone 

Implementing word processing stations that are miles 
apart, Daniel W. Umberger Jr. 

Integrated word processing service bureaus organized 

Meeting the challenges in a word-processing center, 
Barbara Wagner 
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You SEE How To Get Things Done 
With The BOARDMASTER System 


You see a Graphic Picture of your 
operations, spotlighted in color. You 
have facts at Eye Level. Saves time, 
cuts costs and prevents errors. 

Ideal for Production, Maintenance, 
Scheduling, Inventory, Sales, Traffic, 
Personnel and many other uses. 

Simple and flexible tool. You write 
or type on cards and post on board. 
All cards are interchangeable. 

Compact and Attractive. Made of 
Aluminum. Over 1,000,000 in use. 


PDE 24-Page BOOKLET No. B-33 
Mailed Without Obligation 
919-694-4138 


Write Today for Your Copy 


GRAPHIC SYSTEMS 
\ 925 Danville Road, Yanceyville, N.C. 27379 ) 
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THE HIGH-SPEED COPIER THAT 
COMBINES ELEGANCE, RELIABILITY 
AND LOW COST. 


aR DYK 4000 


THOROUGHLY PROVED BY YEARS OF USE 
BY AMERICAS TOP COMPANIES. 


e 4000 copies e Bond paper 


per hour e Rugged and 
eSizes up to 14" x17” gqurable 


©100% U.S.A.made every versatile 


e Solid-State e Self-diagnostic 


roni 
aoe whi * Economical 
e Very simple to use 


DEALERS INQUIRIES INVITED. CALL: 


RESEARCH CORPORATION 
45 South Jefferson Road, Whippany, 
NJ 07981 (201) 887-8500 
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MODEL 101 


MAIL SUPREMACY! 


The COURIER “101” MAIL DISTRIBUTING CART —elegance to 
— any top executive...efficiency to satisfy the budget 
nager. Most importantly, the Courier “101” prov ides 

= % accurate mail ling ... speeds pickup, sorting and delivery 

CAPACITY: e folders on top, plus 

two | 0 co els. ATTRACTIVE: 

ked enamel side 


N-markin 
optional 


: t cand i 
WE’ LL “SEND vou ‘OUR FREE ILLUSTRATED. BROCHURE WITH 
DETAILS AND PRICES ... WRITE OR CALL NOW: 
W. A. CHARNSTROM COMPANY 
8127 Pleasant Ave. So., Minneapolis, MN 55420 
Toll free number: (800) 328-2962 
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PLASTIKLIPS 


New. Improved. Featherlight to save postage. 
Great for filing, coding, book marks, signals. 
Non-magnetic, will not rust. Safe for fingernails, 
postal equipment, copy machines. Many 
isizes. Colors. 1000 to box 7.50 
Ask forthem at your favorite stationer, or write 


544 Armour Circle, sip ea Georgia 30324 
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INSTANTLY UP-TO-DATE 


with a | 


Visible Reference System 


DATAFLEX Products let you make 
only the changes you need to make. 
Write for FREE Sample & Catalog 
DATASTRIP CORPORATION 


75 Avon Street Extend 
Charlottesvilte Va. 22901 804° 396- 5608 
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School’s word processing students much in demand 

Seattle law firm’s WP enhances services 

Using word processing for specialized information 

Wanted: automated units to fit existing environments, 
James R. Folts 

What to do when evaluating word processing equipment, 
Jeanne M. Perkins 

What you should know about word processing supplies, 
Sharon L. Olsen 

Word processing supports Caltech spacecraft tracking 
operations 

Word processing system did its part in helping 
campaign effort of George Bush 

WP market in Europe shows steady growth 


WRITING INSTRUMENTS 


The essential pen and pencil—still a good buy, 
Frank L. King 





Coming Next Month: 


The January issue of 


THE OFFICE 
will be the 


46th Annual Forum 
of readers and management leaders 


NATIONAL Conference 
& Exhibit CALENDAR 


International Word Processing Assn., Canadian Conference, Sheraton 
Center Hotel, Toronto, Dec. 244. 


1981 


Communication Networks, Conference & Exposition, Albert Thomas 
Convention Center, Houston, Jan. 13-15. 

Micru International, Winter Conference, Dutch Inn, Lake Buena Vista, 
Fla., Feb. 1-5. 

NCC Office Automation Conference, Houston, Mar. 23-25. 

International Computer Programs, La Mansion del Rio Hotel, San An- 
tonio, Texas, Apr. 15-16. 

Assn. for Systems Management, Annual Conference, Caesar’s Palace, 
Las Vegas, May 10-13. 

















EVENTS ABROAD 


Sippa (International Stationery Show), Porte de Versailles, Paris, 
France, Feb. 6-9. 

Hanover Fair, Messeglande, Hanover, West Germany, Apr. 1-8. 

Saudi Business Equipment Show, Riyadh, Saudi Arabia, Apr. 26-30, 
1981. 

Korea International Office Management Exhibition & Conference, 
Exhibition Center, Seoul, May 26-29. 

SIMO, Pabellon Cristal, Madrid, Spain, Nov. 14-21. 
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